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ATTENTION SPRING 2012 STUDENT TEACHERS

CURRENT CLEARANCES ARE REQUIRED PRIOR TO YOUR STUDENT TEACHING SEMESTER.
CLEARANCES DATED MAY 10, 2011 OR LATER ARE CONSIDERED CURRENT
FOR SPRING 2012 STUDENT TEACHING
PLEASE READ CAREFULLY:
ACT 151 (CHILD ABUSE HISTORY CLEARANCE) - $10 Fee
· Obtain the application for your child abuse clearance online at: http://www.dpw.state.pa.us/.  This application can be found under “Most Downloaded Forms” – “Pennsylvania Child Abuse History Clearance Form (CY-113)”.  
· Complete this application according to the online instructions and obtain a money order.  
· Make a photocopy of both the application and the money order before submitting to the address on the application.  

· The photocopies of the application and money order will be due in the Field Services Office by June 24, 2011 with your Intent Packet.

· A photocopy of your actual clearance will be due at the Orientation Meeting on November 15, 2011.  

· Mail the application and money order to the address on the application.  (It may take 4-6 weeks to receive your report).  
NOTE:  If you do not receive your clearance within six weeks, please contact the Department of Public Welfare at (717) 783-6211.
ACT 34 (CRIMINAL RECORD CHECK) - $10 Fee  (Credit card required)
· Submit a New Record Check online at https://epatch.state.pa.us 
· When completed, click on the “Certification Form” link.  A new window will open with your clearance.

· Print at least 2 copies of the clearance with the state seal watermark (this is your official clearance and you will not receive anything in the mail).  
· Submit one copy of this clearance with your Intent Packet on June 24, 2011.   
 ACT 114 (FBI FEDERAL CRIMINAL HISTORY -FINGERPRINTING) - $35.50 Fee (Reg $33/$2.50 copy fee) (Credit card required)
· Visit www.pa.cogentid.com to register for the fingerprinting clearance.  
· Choose ‘DEPARTMENT OF EDUCATION (PDE)’ for processing.
· Under “Registration”, choose “Register Online”.

· Complete all information that is requested.

· Make sure that you check the box next to:  “I request a copy of the report be mailed to the address on my application; there is $2.50 processing fee” to ensure that a hard-copy of this clearance is mailed to you.
· Print the registration receipt which includes the registration identification number which starts with the letters ‘PAE’.

· Take your receipt to the nearest “Official Cogent Site” to have your fingerprints taken.  Locations can be found on the Cogent website.  Please note that you must have your fingerprints taken each time you register since Cogent will not re-use previous fingerprints.
· Once fingerprints are taken, make sure that you obtain a receipt from the fingerprinting location site which lists the date you registered, the date you were fingerprinted and the PAE number.  This will be the only proof of an updated FBI Fingerprinting clearance that the Field Services Office needs.  The Field Services Office is able to access the results of your clearance online with this receipt.  You will not need to submit a photocopy of the clearance that is mailed to you.

· Submit a photocopy of the fingerprinting receipt from the location site with your Intent Packet on June 24, 2011.   
NOTE:  Processing time for your paper copy is 4-6 weeks, which is an “unofficial” copy for your records only.  If you do not receive it in 6 weeks, please contact (717) 783-3750, or e-mail PDE at dwolfgang@state.pa.us.
Submit photocopies of all current clearances, as described above, with your Intent Packet to Room 120, Stayer Hall, by June 24, 2011.

NOTE:  YOUR PLACEMENT(S) WILL NOT BE RELEASED TO YOU UNTIL THIS INFORMATION IS ON FILE IN THE FIELD SERVICES OFFICE

